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MEMORANDUNM FOR: Deputy Director for Plang . :
Deputy Director for Intelligence
Deputy Director for Science and Tecimology
SUBJECT . Effective Speaking
L | nase 25X1

informed the Director of Tralning that he is now available v conduct courses
for CIA in Effective Spesking, Briefing Techalques, and in Conference
25X1 Technique:

EISCLE

us, he ran 44 COurses In clective Speaking and .4 in Lonference lecalgues.
You may recall thet these courses were given seversl times atliu_els
for the most senior officers in the Agency.

25X1

25X 1 2. | lwill be available for a course beginning o

16 April 1971 which would constst of 10 two-hour sessioas held once a woek.
The times availsble to him would be Friday .aorndngs or early evening on
dMonday, Tuesdey, or Thursday. The morntug course would begin on 16
April and ¢nd on 11 June and could be either 8:30 to 10:30 2. . or 9 to 11 a. m:.
The evening course can begtn later, but[ | schedule requires that it end 25X1
by mid-June. The time for the evening classes would be either 5 to 7 p.:n. or |
Oto8p.m. His fee ie §1, 000 for the daytime course and $1, 250 for the
:;udngwurse‘ The maximum number of students for ene running would be
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3. OTR hes checked informally with Training Officers throughout
the Headquarters area and developed a figure of 120 potenttal participenis.

4. We have asked CTR to arrange for a course beglmming in April.
We ask that you personally "push” participation by senior people and
especially those who represent the Agency outside in hriefings and
presentations.

(signed) Jehn V. Cofiey

John W. Coffey
Deputy Director
for Support :
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2 2 MAR 1970
MEMORANDUM FOR: Executive Director-Comptroller
SUBJECT : Effective Speaking
f/( 1. This memorandum requests your action.
2.| IhaS

informed the Director of Training that he is now available to conduct courses
for CIA in Effective Speaking, Briefing Techniques, and in Conference Tech=-
niques. | |was under contract with the Agency from the
summer of 1954 until June 1969. His contract was not renewed because he
was assuming new administrative duties at the University, While he was
with us he ran 44 courses in Effective Speaking and 34 in Conference Tech-
niques. You may recall that these courses were given several times at

|:|for the most senior officers in the Agency.

3. |Will be available for a course beginning on
16 April 1971 which would consist of 10 two-hour sessions held once a
week, The times available to him would be Friday mornings or early

@véﬁ}hg on Monday, Tuesday,or Thursday. The morning course would
“begin 6n 16 April and end on 11 Juney The evening course can begin later
but |:|schedule requires that it end by mid~June, The time for the

evening classes would be either 5 to 7 p.m. or 6 to 8 p.m. His fee is
$1, 000 for the day-time course and $1, 250 for the evening course. The
maximum number of students for one rumning would be 16.

4. A quick check through the Training Officers in the Directorates
produced a figure of 120 people who might take such a course, Before
entering a contract | V?iowever, the Director of
‘Training would like to have some assurance that the Deputy Directors
would be willing to send their senior people. He suggests that, in view
of Mr. Helms' interest in more and better training of this kind for officers
who must represent the Agency, he might be interested in nominating his
own candidates.

gowngraging sod
- dectassitication
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5, In addition to having| |conduct a course in April,
the Director of Training is considering the feasibility of including
training in the Senior Intelligence Seminar being prepared for a first offering
next fall.

6. I present this with the idea that you might like to include it as an
item for the agenda of the next Deputies' Meeting,

[éonn W. ColEy

eputy Director
for Support
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MEMORANDUM FOR:«Deputy Director for Plans
Deputy Director for Intelligence
Deputy Director for Science and Technology

SUBJECT : Effective Speaking

1. Professorl |has
informed the Director of Training that he is now available to conduct courses
for CIA in Effective Speaking, Briefing Techniques, and in Conference Tech-
niques,
summer
was assuming new administrative duties at the University, While he was with
us, he ran 44 courses in Effective Speaking and 34 in Conference Techniques,
You may recall that these courses were given several times
for the most senior officers in the Agency,

2. will be available for a course beginning on 16 April
1971 which would consist of 10 two-hour sessions held once a week, The
times available to him would be Friday mornings or early evening on Monday,
Tuesday, or Thursday. The morning course would begin on 16 April and end
on 11 June and could be either §:30 to 10:30 a,m, or 9 to 11 am, The evening
course can begin later, but schedule requires that it end by mid-June,
The time for the evening classes would be either 5 to 7 p.m. or 6 to 8 p.m.
His fee is $1,000 for the daytime course and $1, 250 for the evening course,
‘The maximum numbexr of students for one running would be 16,

3. A quick check through the Training Officers in the Directorates pro-
duced a figure of 120 people who might take such a course, Before entering
a contract with | | I would like to have your assurance that
you would send some senior officers who are likely to represent the Agency
outside and therefore could benefit from such training,

John W, Coffey
Deputy Director
for Support
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